¥ Netiquette

1. MNever give your user ID or password to another person. 6. Capitalize words only to highlight an important point or
to distinguish a title or heading. Capitalizing whole words
2. Never assume your email messages are private or that that are not titles is generally termed as SHOUTING.
they can be read by only yourself or the recipient.
Mever send something that you would mind seeing on 7. Use "asterisks* surrounding a word to make a stronger point.

the evening news.
8. Acronyms can be used to abbreviate when possible.
3. Keep paragraphs and messages as short as possible However, messages that are filled with acronyms can be
and to the point. confusing and annoying to the reader. Spell out acronyms
on the first use, unless they're familiar to the reader.
4. Focus on one subject per message and always include
a pertinent subject title for the message. 9, Cite all quotes, references and sources. Respact copyright
and license agreements.
5. Include your signature at the bottom of email messages
when communicating with people who may not know
you personally, Your signature should include your name,
position, affiliation and email address.
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Mind mapping involves writing down a central idea and thinking up new and related ideas which radiate out from the center.

& Put main idea in the center:
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* Leave lots of space:
=i of the meost wseful mind
maps are those which are
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* Draw quickly on
unlined paper without
pausing, judging
or editing:
Think creatively and in a
non-linear manner. Record
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¥ Question Stems

Generic question stems can be used with any content to deepen your understanding and memeory of the material you're reviewing.

* What is another way to use.....7
* How would changing.....affect the outcome?
* How does this affect you......7

* What is good about.....7,
and what is bad about.....7

* What do you already know about.....!

® What is.....similar to?

* Explain....in your own words?

* How does....affect your work or your life?
* How is....similar to....7?

* _..s important because?
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* What are other solutions to.....!

* What are causes of...7 Why?

* Do you agree with....? Why? Why not?
* How would....affect the Army?

* What are some alternative solutions to.....7

* What do you already know about....7
= What was new or different about.....?
* Why is...important? Why is it not important?
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Taking notes can be a frustrating,
almost uverw_helminﬁ; job.
Getting organized is the best
way to deal with the rush of
incoming information.

MNote Taking = Cornell System.
[ take notes using the Comell
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